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Guide  Objective  

 
This guide is designed to assist the end-user with the basic automation functions of BuildSA back-office 

needed for conducting daily work tasks. 

 
Specific record-type information is not found in this guide. Other topics not included in the guide: 

Á Electronic Document Review (EDR/EPR) 

Á ePermitHub Digital Plan Room 

Á Geographic Information System (GIS) 

Á Inner City Reinvestment Infill Policy (ICRIP) 

Á Ad-hoc Reports 

Á Financial Aspect 
 

Introducing Bui ldSA Back -office  

 
BuildSA back-office is designed to be intuitive and easy to use. Once you get to know the tools 

available to you, you will quickly discover how useful they are in helping you perform your job. 

¶ BuildSA back-office is a web-based application. 

¶ .ǳƛƭŘ{! ǳǎŜǎ ΨŦƻƻǘǇǊƛƴǘǎΩ ǘƻ ƛŘŜƴǘƛŦȅ ǘƘŜ ǳǎŜǊ ǿƻǊƪƛƴƎ ƻƴ ŀƴȅ ǇŀǊǘƛŎǳƭŀǊ task. 

¶ Login each day to view and access your daily tasks. 

¶ Refresh your system often throughout the day. 

¶ For help with BuildSA: dsdbuildsasupport@sanantonio.gov 
  

mailto:dsdbuildsasupport@sanantonio.gov
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Login and Logout  

Login 
 

1. Click the Accela Civic Platform icon located on your desktop (shown). 

2. In the Agency field, type the word cosa (not case sensitive) 

3. Type your COSA User Name and Password (case sensitive) 

4. Click Login. 
 

 
Logout 
 

It is important to sign out properly when finished working in BuildSA. Signing out ensures that other 

users do not have access to your login credentials. 

 
 

1. Click on drop-down menu arrow located at the upper right hand of the console (#1). 

 

2. A drop-down menu displays. Click the Sign Out link (#2). 
 

× NOTE: Use Google Chrome to access BuildSA. 

× NOTE: Enable pop-ups on your computer. 

× Clear ȅƻǳǊ ŎƻƳǇǳǘŜǊΩǎ ŎŀŎƘŜ ǿŜŜƪƭȅΦ 

× NOTE: Should Certificate Error Navigation screen displays, click Continue to this Website 
(shown). 
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Old User Interface  

If, after login, BuildSA displays the old interface (shown), simply click on the Switch New UI hyperlink 

located in the upper right-hand corner of your screen to view the new version (shown). 
 

Timeou t Mechanism  

 
BuildSA has a built-in session timeout mechanism. Should your session remain inactive for a set period 

of time, BuildSA systematically ends the session. 

 
While working in BuildSA and creating new application(s), use the Save without Submit option if you 

are unable to complete an application due to insufficient information or are stepping away from the 

system momentarily. The Save without Submit tab is found on the menu bar located at the top and 

bottom of the APPLICATION INTAKE FORM. 
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BuildSA generates a temporary record ID to the application (for example: 16TMP-001186). This 

temporary number allows the end-user to retrieve the application using  Global Search (#1) or the 

Record Search page (steps #2, 3, 4). The Record Search page is located in All Pages (#3).  

 

 
 

The Interface  

The BuildSA Interface  

 
The home page is the first page you see after logging into BuildSA. The Home Page displays your daily 

work assignments. Login each day to view and access your work tasks. 
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BuildSA provides a common interface, or back-office, for users. BuildSA offers customization options 

for viewing work tasks and on some of its individual Record pages. For this reason, you may notice that 

BuildSA displays differently for you than it does for others. 

 

The BuildSA interface provides links to tasks and access to pages, as well as a link for signing out of 

BuildSA and accessing the Help button. 
 

The Console  

 
The console refers to the entire working area of your screen that displays BuildSA. The console includes 

an agency bar (COSA), toolbars, main links, pages, record tabs, and detail forms. The console lets you 

work within BuildSA by clicking the main links and working in the pages. 
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Clicking the Dashboard Toggle at any time, and from any other page in BuildSA, brings you back to 

the Home Page. 
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The Home Page  
The Home Page is your daily starting point. Refresh often. Access frequently used pages and 

record forms from BuildSA by using the toolbars and main links. If a task is assigned to you, it 

displays on your Home Page. Login daily and view tasks frequently throughout the work day. 

BuildSA displays tasks in real- time.  
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Features of the Home Page  
¶ The tasks dashboard ƛǎ ȅƻǳǊ ŘŀȅΩǎ ǘƻ-do list. The workflow tasks listed on your desktop are your 

responsibility, if a task displays on your dashboard it is assigned to you. Please see your supervisor 
with questions. 

¶ The Launchpad helps you get to where you need to be. It is the go-to location for your 

searches, reports, database information. 

¶ The main menu helps you find what you need and when you need it. 
 

Dashboard Display  
¢ƘŜ ǘŀǎƪǎ ŘŀǎƘōƻŀǊŘ ƎƛǾŜǎ ȅƻǳ ǘǿƻ ŘƛŦŦŜǊŜƴǘ ŘƛǎǇƭŀȅ ƻǇǘƛƻƴǎ ŦƻǊ ƭƻƻƪƛƴƎ ŀǘ ȅƻǳǊ ŘŀȅΩǎ ǿƻǊƪ 

assignments: 

¶ Card View 

¶ List View 

Both views displays tasks assigned to you. Toggle between the two views using the Work Task 

view button (shown). 
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The Filter Pages drop-down menu gives you filtering options. Click the drop-down menu arrow to display 
options (shown). 

 

 
 
End-users may create their own personal filters to view tasks by clicking the My Filters link below (#1). Click 
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here to view Creating Your Own Filters online tutorial. Click the X directly next to My Filters link to close My 
Filters page.  See the Creating Filters user guide for additional information on creating filters or contact  
dsdbuildsasupport@sanantonio.gov. 
 

 
 

Task Card View  

 

 
 

Important things to know when using the Task Card view: 

 

 
¶ Six (6) cards display by default when the home page first loads. The Load More link located at 

the bottom of the page allows you to view more of your tasks. Tasks load in increments of six. 

¶ The Filter control gives you input into which tasks display. Contact the BuildSA Support Team for 

help with adding filters to your drop-down filter menu. 

mailto:dsdbuildsasupport@sanantonio.gov
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¶ You can use either List View or Task Card view to access your tasks. 

 

Features of the Task Card View  

 
¶ Task card titles tell you at a glance what the task is. 

¶ Titles in blue font indicate a hyperlink. Clicking on hyperlinks open the task details in a new space. 

If hovering over black text titles and a small hand indicator displays, the text is a hyperlink. 

¶ Hovering on the options button (#1) displays a slide-out panel that provides you with a hyperlink 

to actions you can perform. Slide-out panels may also provide hyperlink access to record tasks or 

record contacts. Claim and Release are out- of-the-box functionality and not for use at this 

time. Tasks may be assigned using the slide-out panel; however, best practice is to assign tasks 

using the Workflow Tab of the record. 

 

 

 
 

¶ Key information for tasks displays on the card, including important data such as due date, 

schedule time, conditions, and more. 

¶ Icons indicating holds, conditions, notes, and locks, display prominently on task cards as different 

colored icons (shown). 
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Task cards provide a nice visual for browsing, but more importantly, they also provide a significant 

amount of relevant information and functionality that can help you plan your course of action to 

address your task. 
 

Task Card Example  

 
Task cards provide you with a number of useful details at a glance. They also provide you with one-click 

access to the record of origin. See the example below to learn more about what data displays on the 

task card. 
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1 Workflow Task Title 

2 Task Due Date 

3 Options button: when clicked displays side panel. To 

close side panel, click the Options button once more. 

4 Total tasks in the record 

5 Date task assigned 

6 Record ID # and link to access the record 

7 Workflow status 

Task Card Details  

¶ Other Details. Task-centric details tell the user something about how to interact with that task. 

Should a Meeting Task Cards display, do not Accept or Reject using BuildSA. Outlook and 

BuildSA are not linked at this time. 

 

List View  

 
¶ Task items are listed in a table format. Six (6) tasks display by default when the page first loads. 

Use the Load More link, located at the bottom of the page, to view more of your tasks. Tasks load 

in increments of six (6). 

¶ Select one or more task items and perform actions on them. 

¶ The Actions button gives you access to commands you can apply to one or more task items. 

¶ The Filter button gives you control over which tasks display. 

¶ You can toggle to a task card view using the dashboard display options. 
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¶ The List view provides an actions button that allows the user to export that list to CSV. A CSV 

(Comma Separated Values) file allows data to be saved in a table structured format (Excel). 

 

Using the List View  

The list view gives you the ability to view many tasks at once in a table format. This is useful to quickly 

compare due dates of assignments in your queue, as shown in the image below. A CSV is a comma 

separated values file, which allows data to be saved in a table structured format (Excel). 

 
Follow steps 1 and 2 to generate an excel spreadsheet of your task. Note that the spreadsheet 

contains information at the time it was created. BuildSA back-office is web-based and generates 

tasks in real-time.   A task may be assigned using the List View (#2) but the preferred method is 

using the Workflow Task bar in the record. Tasks may only be assigned using the List View, one at 

a time.  The Assign option does not display if more than one task is selected. 

 

 
 

After clicking Export to CSV, the information displays as shown. Click Print (#1) to print. 
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Actions Menu in List View  

 
If you have tasks with conditions, the condition icons display to the left of the Task 

(shown). 

 
 

By default only six (6) tasks display when you first open the task list view. Use the [ƻŀŘ aƻǊŜΧ link at 

the bottom of the page to increase the task list. Tasks load in increments of six (6). You can perform 

actions on one task or select multiple tasks and perform a batch action on them.  

 

For example, select a single Task Item by clicking the arrow to the left of the Task Item (shown). Click 

the Actions drop-down menu arrow to view options available for action. 

 
If you select more than one task and then click Actions, the available actions include only those that 

you can apply to ALL selected tasks. Note: the Assign option does not display. 

 










































































































































































































































































































































